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TSP Open Season

There are two TSP Open Seasons each year

The next TSP Open Season begins on 15 May 2002 and
ends on 31 July 2002

The effective date of your TSP election is determined by
the date you make your election

TSP ELECTION MADE
EFFECTIVE DATE OF

TSP ELECTION IS

TSP CHANGE WILL BE
REFLECTED IN

PAYCHECK RECEIVED

15 May - 13 July 2002 14 July 2002 2 August 2002

14 July - 27 July 2002 28 July 2002 16 August 2002

28 July - 31 July 2002 11 August 2002 30 August 2002



Access EBIS through the Department of Navy
Civilian Human Resources web site at
www.donhr.navy.mil/

Select “EBIS”

Accessing EBIS



Accessing EBIS

Click
“EBIS”



Accessing EBIS

Review the
warning notice

Click “Continue”



Accessing EBIS

If you are a current
user enter your
SSN and password
Click “Continue”

If you are a new user
or have forgotten
your password,
Click “Set Password”



Accessing EBIS
If you select Set
Password complete
the information
based on your most
recent SF-50,
Notification of
Personnel Action
or LES

Click “Continue”



Accessing EBIS

Create your password
based on the instructions

Reenter to Verify
Click “Continue”



Accessing EBIS

Select “Change
Password”

or
“EBIS1” to enter the
EBIS program



Creating Your PIN
If you are a new
user or have
forgotten your
Personal
Identification
Number (PIN) Click
“PIN” on the toolbar

Otherwise Click
“TSP” on the toolbar
to make your Open
Season election



Creating Your PIN

   Make a
selection from
the PIN Menu



Creating Your PIN

SSN
Month and Year of Birth
          Example:  1274

Enter Your:

6 Digit PIN of your choice
          Example:   563952

Reenter PIN to verify
Click “Submit”



Making Your TSP Election

You are now
ready to make
your Open
Season election

Click “TSP”
on the Toolbar



Making Your TSP Election

Click “Personal
TSP Information”



Making Your TSP Election

Click “TSP
Personal
Transactions”



Making Your TSP Election

Click “TSP
Open Season”



Making Your TSP Election

Read the TSP
Open Season
Information

Click
“Continue”



Making Your TSP Election

Enter Your:

SSN

PIN

Click “Continue”



Making Your TSP Election

Click “Continue”

Continue
Continue transaction

Quit
Return to Personal Transactions Main Menu

Click on the button and
the drop down box to
select a percentage

OR
Click on the button and
enter a dollar amount



Making Your TSP Election

Review the TSP
Open Season
Election
Summary

Click
“Continue”

JONES, JOHN D.



Making Your TSP Election

Click “Yes” to
process your
Open Season
election

Click “No” if you
do not want to
process the
Open Season
election



Making Your TSP Election

Read the
information
about the
transaction
receipt



Making Your TSP Election

JONES, JOHN D.
Print the
transaction
receipt to
document your
new enrollment



If You Have Questions
Please call The Benefits Line at

1-888-320-2917
Select option 2 to talk to a benefits counselor

Then option 1 for East Region
OR

Email
Benefits_east@east.hroc.navy.mil

Thanks for using EBIS to
make your TSP Open

Season election


